
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: Steve Eisenberg Chief of Officer Services Div
	From Name: 
	Routing Code: OMAO, CPC
	Address: 
	Telephone Number: 
	Telephone Extension: 
	Billet Title: CPC Special Assistant
	Billet Number: 0520
	Rank Requested: O-5/O-6
	GS_GM Equivalent: 
	New Billet_Yes: 
	Immediate Supervisor: 
	Title: 
	Supervisor_Telephone Number: 3017133444
	Supervisor Telephone Extension: 
	Educational Requirements: 1.  Excellent writing/oral communications skills
2.  Good organizational and time management skills
3.  Familiarity with Word Perfect and Oracle
	Other Qualifications: 
	Billet Description: This commissioned Personnel Center billet includes 4 functions:

a.  NOAA Corps Bulletin Editor - write articles, compile each edition, and arrange printing.
b.  Awards and Medals Custodian - process requests for ribbons, medals, and badges; serve as CPC expert on awards and uniforms.
c.  NOAA Corps Regulations Editor - work closely with senior officers to write, update, and publish regulations.
d.  Special projects as assigned.
	Supervisory Billet_Yes: x
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: a.  - Write articles as assigned
     - Edit for content, clarity, and style of all articles submitted.
     - Format and lay out each edition.
     - Arrange timely printing and distribution.
b.  - Maintain CPC Awards Database.
     - Schedule and provide all background information for Awards Board and Uniform Board meetings.  Recommend new members as needed.
     - Submit awards recommendations to the Director, OMAO as required.  Process approved recommendations.
     - Respond to officers' requests for ribbons, medals, badges, and nametags; research all questions related to awards or uniforms; provide information to officers, CPC staff, and other interested parties.
	Career Development Opportunities: This billet provides exposure to most aspects of management of the NOAA Corps, through continual contact with OMAO and other members of CPC.  Additional working relationships are maintained with the office of the Under Secretary for Oceans and Atmosphere, NOAA Public Affairs, NOAA Office of Civil Rights, and other services' uniform and awards boards.  Expect extensive interaction with NOAA Corps officers at every level.
	Additional Comments: b.  - Maintain appropriate inventory of stocked items.
     - Liaison with other services as needed.
c.  - Contact senior officers assigned to review drafts; set deadlines.
     - Incorporate reviewers' comments into drafts.  Arrange discussion sessions.
     - Maintain an up-to-date index.
     - Arrange distribution.  Maintain OTC's master copy.
     - Serve as CPC expert on regulations.
d.  - EEO Officer - write NOAA Corps Affirmative Employment plan; develop NOAA Corps EEO grievance procedure; develop and maintain appropriate statistics.  Liaison with Dept. of Commerce and NOAA EEO officers.
     - Flags and Protocol - provide input to OMAO as requested.
     - Other duties as assigned.





This billet is highly visible and requires considerable tact, diplomacy, self-confidence, and patience.  NOAA Corps Bulletin quality control affects the image of the Corps.  Timely processing of awards affects the morale of all members.
	Supervisor Signature Date: 5/19/1993
	New Billet_No: x
	Billet Priority_A: 
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


